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The City Secretary is the chief election official and
the Official Records Management Officer for the
City of Wylie. Open Records requests generate
through the City Secretary and are accounted for as
to their timeliness. This office compiles
applications for all City Boards and Commissions
and arranges for the interviews, using innovative
ways to engage citizens and improve the
application process. The office generates Council
information, including the bi-weekly agenda
packets and special called meetings. The office is
responsible for ensuring compliance with state and
federal laws related to open records, open
meetings, elections, ethics training, and public
notices.
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Accomplishments for FY 2014/2015:

o Completed the 2015/2016 Boards and Commission appointments
and installations with a large number of board applicants.

e Provided training to all Board and Commission members in Open

Meetings, Public information, Conflicts of Interest, Local
Government Code 171 and 176, and City of Wylie Code of Ethics.

e Provided and administered the 2015 General Election and the
Special Runoff Election, utilizing ethical standards for all
candidates; insuring the election is held with security measures in
place and providing bi-lingual clerks at all polling places.

' e Provided electronic storage and staff assistance in Laserfiche for
n Ritstn City documents. Currently there are 942,744 pages in the system.

(- "= e Processed and closed about 375 public information requests
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Records Management ELS

 Laserfiche Avante

Manages all organizational content throughout its
lite cycle, including acquisition, filing, access
control, routing (using workflow), and archiving.
Digital signatures

Web Access

* Laserfiche Forms

allows the City to collect, process, and route
information more efficiently

Allows citizens to fill out forms and submit them
from their home computer, smart phone, or tablet

B Records Management

Fully integrates DoD 5015.2 federally -certified
records management
automates state record retention information for
internal users

W

ITY OF WYLIE
'

@/7 Cf%ﬁrda{y @//ﬁf c%;;ﬂ/ @2 var 20715-2070



Historic Minute Books

Accomplishments:

*  Our office has completed two of the three
historic minute books from the 1900s.

ki ‘ | Facilitated by Kofile, Inc. pages were

COUNCIL

MINUTES cleaned and sealed for archival retention.

|
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i JAN. 1943 . AUG. 1961
|

|
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Goals:
* The office requests to complete the third
and final historic book in FY2015/2016.
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